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	Job Title:
	Organisational Development Support Officer

	
	Service Area:
	Human Resources

	
	Team:
	Organisational Development

	
	Salary:
	Band 3-4 (SCP 7 to 17)



Job Description

Main Purpose of Job:
To provide comprehensive administrative support in relation to the delivery of Organisational Development activity (including wellbeing).


Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To assist with the administration and co-ordination of all training courses, including - 
· Completing all necessary administration via the Learning self-service system.
· Ensuring pre-course requirements are communicated to and completed by delegates.
· Ensuring all materials needed for the course are distributed to delegates 
· To liaise with facilities management re venue layout, and requirements
· Monitoring course bookings to ensure all places are utilised, taking action to fill places where required.
· Managing the waiting lists
· Preparing attendance lists. 
· To liaise with external training providers and ensure both they and East Suffolk Council have all relevant information. 

2. To undertake the administration of all e-learning courses, including
· Uploading e-learning courses and completing all necessary administration via the Learning self-service system.
· Monitoring and following up on completion for mandatory e-learning units.

3. To be involved with internal courses, and under the direction of the Organisational Development Advisor

· Attending and where appropriate recording in house courses and workshops and circulating to delegates post event. 

4. To respond to general enquiries in relation to training bookings and learning via email and teams. 
5. To respond to and resolve initial queries users have with the learning self-service system, escalating where necessary.
6. To maintain learning user records and run reports via the Learning Management System supporting the HR support officers with ensuring inductions are completed.
7. To maintain accurate learning and development documentation and spreadsheets. 
8. To be responsible for the creation of purchase orders and the timely processing of invoices related to learning, in accordance with financial procedures.   
9. To support with ensuring that the Learning and Development SharePoint pages are up to date and include all relevant information.
10. To assist the Organisational Development Lead and other members of the Organisational Development team including Wellbeing and Early Careers with other administrative tasks, as appropriate. 
11. Any other duties reasonably compatible with and/or arising from those duties listed above.

Line Manager: Organisational Development Advisor

Political Restriction: 
This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (September 2026) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.

Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Relevant administrative experience in a busy office environment.
	· Previous experience of working in the Learning and Development field.
· Data protection and equal opportunities principles.
· Experience of Learning Management Systems (LMS)

	Skills and Abilities:

	· Excellent interpersonal and customer service skills with the ability to build and maintain good working relationships.
· Highly organised, with the ability to effectively manage changing and competing priorities.
· Excellent attention to detail, enabling the delivery of precise and reliable outcomes.
· Skilled at prioritising workloads and working efficiently to meet challenging deadlines.
· Ability to compile statistical information.
· Ability to use own initiative and work as part of a team.
· Ability to manage confidential information responsibly, maintaining compliance with data protection standards and guidelines.
· Excellent IT skills including:
· word processing - preferably MS Word.
· spreadsheets - preferably MS Excel.
· e-mail – preferably Outlook 
· PowerPoint.
· Numeracy – able to record numerical data and perform basic arithmetical functions.
	

	Education and Training
	· Minimum of 5 GCSE’s including Maths and English.

	· Educated to Level 3 or equivalent in Learning and Development, Training and Education.
· CIPD Level 3 Foundation Certificate in People Practice (Learning and Development pathway)
· NVQ Level 3 in Business Administration or equivalent.


	Other Requirements
	· A commitment to own professional development and to supporting training and development initiatives across the organisation.
· Must be mobile / have access to a car to attend business meetings at other sites / locations within the district on a regular basis.
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